International Forms Application
Administrator Training v1.0

August 2023

ADMINISTRATION FOR

CHILDREN &2 FAMILIES

Office of Child Support Services




Agenda

Office of Child Support Services




Training Resource

* [Forms Navigation Guide is a complete
guide to iForms for caseworkers,
managers, and administrators.

* Available June 2023

Child Support Portal Navigation Guide

for iForms

ADMINISTRATION FOR

CHILDREN &2 FAMILIES

Office of Child Support Services
330 C Street SW, Sth Eloor
Washingten DC 20201

June 2023

Wersion 1.0

Office of Child Support Services



Module 1: iForms Introduction and Overview
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IForms Introduction and Overview

* iForms:

— Tool for creating the required forms for international case applications with 2007
Hague Convention child support partners

— Available for all state child support caseworkers
— No state programming is required
— Manages child support services application forms
— Not the system of record for a case
« State case management system:
— System of record for all cases and all actions taken on a case
— Forms generated in iForms are added to the state system according to state policy.

* In production since June 2023

[Child Support Portal Navigation Guide for iForms — Section 2.1]
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IForms Design

» Follows familiar processes for caseworkers — create a case, choose an application, and
complete forms

« Caseworkers are presented with only the specific forms for the selected application
type.
» Data is prepopulated in forms; required fields are marked with a red asterisk.
« Data that appears in multiple forms is entered once and populates all forms:
— Examples: Parties' names, date of birth, address
« Data used in all forms is maintained by the State/OCSS administrator and prepopulates
forms:
— Examples: State office address, SDU information, foreign Central Authority address

« Forms are available in multiple languages.

* Flexible to accommodate state preferences and various approaches to case management —
for example, individual case assignment or team-based case management

[Child Support Portal Navigation Guide for iForms — Section 2.1]
Office of Child Support Services




IForms Home Page

CHILD SUPPORT PORTAL

Secured Environment

 Home page is specific to
the user’s role in iForms

SECURE HOME INTERNATIONAL FORMS ~ FEEDBACK CONTACTUS

My iForms Profile

» Supports individual

. First Name: John iForms Email: jsmith@abc com
assignment of cases or Lot St Forms Pon: 15643

team-based assignment St Batimore MO 29312

My Cases All Cases

 Administrators have a
different home page. My Cases

NCP Last Name - oreign C Assigned Caseworker/Team ction
202107155 Peterson Peterson France Maryland State Central Authority Team
20210628 Dave Dave Guyana Maryland State Local Child Support Office Team
Incoming RSM Doe Doe France Maryland State Central Authority Team
202107122 Doe Doe France Maryland State Central Authority Team m

Caseworker home page

[Child Support Portal Navigation Guide for iForms — Section 2.1]
Office of Child Support Services




Introduction and Overview of iForms — Create Case

Create Case
BEFORE YOU BEGIN

You will need:

State case ID

Names of all childran and their dates of birth
Foreign country name

Step 1 of 5: Enter case overview information

Caseworker/Team

local maryland team

Respond to Incoming Request for Specific Measures

]

Custodial parent and noncustodial parent names and addresses (or you can choose address unknown)
If application is being brought by a public body: the name, address, phone number, email, and a contact namg

\Whether a determination of nondisclosure should be made for the case

Additional information that is useful but not required. (You can add this later)

» Custodial parent and noncustodial parent date of birth
» Personal identification number for (SSN or another country’s identifier for the custodial and noncustodial pare

*The address and contact information for the Foreign Authority will be populated after you choose the foreign countr

Office Address

333 Memory Lane, Suite 301, 3rd Floor, Annapol
21401, US

* State Case ID

Enter State Case ID

Case details page

Step 1: Creating a case

Review Case Details and Create Case

Overview

Caseworker/Team:
Office Address:
State Case Id:

Determination of Nondisclosure:

Non Custodial Parent

Name:
Date of Birth:
Address Type:

Children
Child 1

Name:
Date of Birth:
Parentage:

local maryland team

2345 Middle River Road, Middle River, MD, 21220, US
MD88888888

No

Bruce Wayne
05/10/1877

unknown

Damian Wayne
10/15/2008

Established or Presumed

Previous

Custodial Party

Name:

Date of Birth:
Address Type:
Address:

Phone:

Foreign CA

Foreign CA Office:
Foreign CA Address:
Phone:

Fax:

Email:

Contact:

Julia Pennyworth

04/28/1978

state office

13 Uptown St, Down Town, MD, 28100, US
+1 4563936563

France Primary office
TestAddresslane1, Test city, FR
+33 123456789

987654321
france@france.com

Lastname Firstname

Cancel

Office of Child Support Services




Introduction and Overview of iForms — Create Application

Create Application

Step 1 of 4: Enter applicant/respondent information

Custodial Party
Virginia Pepper Potts

Noncustodial Party
Tony Stark

Child is the applicant (incoming application only)

O

* Available Applicantions (Choose One)

-- Select -

Next

@ Applicant O Respondent

Application details page

O Applicant @ Respor

Cancel

Create applications page

Review application details and create application

Application
Applicant: Virginia Pepper Potts
Respondent: Tony Stark

Child is the applicant {(incoming
application only): No

Application Type: Enforcement - outgoing

Support requested

Child support

Child 1

Name: Anthany Patts-Stark
Date of Birth: 05/29/2002
Support requested: Yes

Spousal support

Support requested for this

applicant as well as children: No

Previous

Order details

NCP appeared or was served: No

Additional information
Local Child Support Office Address

Local child support office: Local Child Support Office (MD2)
Local child support office address: 2345 Middle River Road, Middle River MD

Case Payment Information

Case reference number for

electronic payments: MD77777777
Case reference number for
checks: MDT77T77777

Create Application Cancel

Office of Child Support Services




OME Control Mo: 0970-0453
Expiration date: X000

Introduction and Overview of iForms - " Rppiication for Enforcement of a Docision
Made or Recognized in the Requested State

Complete Forms o

CONFIDENTIALITY AMND PERSOMAL DATA PROTECTION MOTICE

Personal data gathered or transmitted under the Convention shall be vsed only for the purposes for which it was
gathered or fransmitted. Any authonly processing such information shall ensure its confidentiality, in accordsnce

F orms with the law of its Stafe.

An authorify shall not disclose or confirm information gathersed or fransmitted in application of this Convention if it

determines that to do so cowld fsopardise the health, safety or liberty of a person in sccordance with Articls 40.
““ v ReqL"rEd or optlonal H e . Y i °

A determination of non-disclosure has been made by a Central Avthority in sccordance with Arficle 40. If this
box is ticked, information under sections 2 d, e, fand g and 5 should only be provided in the Restricted

ENO3 - Application for Enforcement of a Decision or Recognition in Requested State Required Re
Information on the Applicant page of this form.
. . ) . 1 * Requesting Central Authority file reference number: MDT 7777777

O ENOTY - Financial Circumstances + Required Ne 2. * Particulars of the applicant
a Family nameis): Polis
b Given name(s): Pepper Virginia

. . . irth 1 (i

0O EN16 - Transmittal form under Article 12(2) Required In zr Diate of birth IR (daimmiyyyy)
a HName of the public body:
k. Family name(s) of the contact person:
C. Siven name(s) of the contact person:
and
d Address: 2345 Middle River Road,

Middle River, MD, 21220, US

Request Approval Cancel e Telephene numbers: +1 5551234567

f Fax number:
. - g E-mail: mdecseuser2i@mdese org
Requ’red forms Sectlon 3 Parficulars of the person(s) for whom maintenance is sought or payable
31 * Maintenance is sought or payable for the applicant named above

MMaintenance basis:

parentage in loco parentis or equivalent relationship

] mariage O analogous relationship to mamiage
affinity (please identify):
grandparent sibling grandchild
other

Prepopulated form example

FARERWORF REDUCTION ACT OF 1886 (Pud. L. 104-13) ETATEMENT OF FUELIC BURDEN: The purpocs of thic Information oofsotian ic to provids an soctract of & deciclon In an
spplication undar the 3027 Hagus Child Jupport Canvention. Publlic reparting burden for $is oalisotion of Informetion i sctimatsd to sverage 1 hour per recponta, Insluding the ime
for raviswing Instructiane, gathering and mainisining the data needed, 2nd reviswing the solisntion of information. This i a mandatory oclisstion of infarmation per 86 CFR 3027 An
ngemey may not ponduot or sponser, and 2 parcon I ot required f0 rmopand to, 2 sollsotion of Information cubjeot b the raquiremants of the Faperwark Redustion Aot of 1385, uniace
It dispiays 2 surrently valld OMB controd number. B you heve any oamments on tis solisotion of information, plaasa contact the ACF Rsports Clsaranoe Cfficer by small ot
Infoooliscbiongeot his.gov.

1 ltis ot necessary to provids 3 dste of binh in the cass of 2 representative.

Office of Child Support Services TZ




Roles

 RoleName | Function

State * View case data, applications, and
Caseworker forms

(CC) - Create, manage, and delete data for
cases, applications, and forms
* Print forms for cases
State * View case data, applications, and
Manager forms

(can be used Create, manage, and delete data for
as an additional ~ cases, applications, and forms

function of the . print forms for cases
Caseworker

role)

[Child Support Portal Navigation Guide for iForms — Section 3.1]

Office of Child Support Services

Print resource documents

Change assigned caseworker (state’s
option)

View, download, and print resource
documents

Approve forms for applications on cases (if
selected)

Manage caseload of users and teams by
reassigning (if preferred)

13



Roles (cont'd)

_RoleName | _______________ Fumcton

State .
Administrator .
(CS)

Manage iForms users

teams

If Teams is used, manage iForms

« Manage state resource documents

OCSS » Manage Office of Child Support
Administrator Services (OCSS) resource documents
(CO) « Set up and maintain foreign authority

information

» Set up and maintain foreign Child
Support Payment Service information

[Child Support Portal Navigation Guide for iForms — Section 3.1]

Office of Child Support Services

« Set up and maintain state office
information

» Set up and maintain state payment
information

* Manage state preferences for custodial
party’s (CP’s) address, approval of forms
by a manager, and authority to reassign
cases

» At the request of a state:

- Set up and maintain payment
information

- Manage iForms users and teams
- Set up and maintain office information.

14



How iForms Benefits States

» Eliminates need to program the Convention forms

» Helps caseworkers complete forms accurately; all required and optional forms are
included in the package sent to the foreign Central Authority

* Reduces manual data entry

« Enhances consistency

» Creates efficient process for form review by managers

» Allows states and OCSS to obtain Convention application metrics

« Makes sure contact information for the foreign Central Authority is accurate at the
OCSS level

« Supports state training by allowing states to add state-specific training materials for
easy access

Office of Child Support Services



Module 2: State Administrator




Initial State Setup

User Acceptance Testing (UAT) environment:
« The UAT environment is recommended for caseworker and manager training.

* If your state has not previously accessed UAT, contact the OCSS Help Desk at
csportal@acf.hhs.gov.

« State users new to the UAT environment will be able to register themselves.

Office of Child Support Services
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Initial State Setup: User and State Profile

 The state determines which users will access iForms and their roles
(caseworker/manager or administrator).

« The state person responsible for Child Support Portal access:
— Assigns users their iForms roles — Caseworker (CC), Administrator (CS), or both
— Establishes the state profile information for iForms
— Establishes the user profile information for iForms
— Provides the users with the state URL for the UAT environment

 For assistance, email dcs.eteam@acf.hhs.gov.

Note: The process for setting up users and setting up the state must be repeated in the
UAT and PROD environments.

Office of Child Support Services
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Initial State Setup — State Profile

1.

Select the state’s Form
Completion option and any non-
default Preference selections.

. Select the Central Authority

Name.

. Add the state Office information.
. Add the Central Registry

information.

. Add the Payment information.
. Add the teams.

. Add the iForms user profiles; see

the next slide.

Administration Details

State Information Foreign Country Information Users and Teams

State Information Details

Central Authority Name Local Child Support Office

Central Registry Information

Payment Information

Central Authority Name

Maryland Child Support Enforcement Office 1

Office of Child Support Services

19




Initial State Setup — User Profile

* For each user profile, the Administration Details
following information is s | ke | s
required:
State Information Details
— iForms team (if created)
Central Authority Name
— Languages spoken-(in addition Maryiand Chit Support Enforcement Offie 1
to English) [ e |
— iForms Office
» Add iForms users by grouping  Note: When using the multiple-selection option, skip
multiple selections in an the Languages Spoken attribute and address this as a
Office and Team. If multiple follow-up edit.

users are selected, all are
assigned the same office and
team.

Office of Child Support Services




State Administrator — Home Page

All functions for  |CHILD SUPPORT PORTAL

the State < st

Administrator are SECURE HOME INTERNATIONAL FORMS v FEEDBACK CONTACTUS

accessed from EUIEIEII Fesources  Guide
the home page Administration Details

by Se I eCti n g th e State Information Foreign Country Information Users and Teams
appropriate tab.

State Information Details
Central Authorty Mame Local Child Support Office Central Registry Information Payment Information Preferences

Central Authority Name

Maryland State Central Authority

[Child Support Portal Navigation Guide for iForms — Section 3.5]

Office of Child Support Services 21




State Administrator — State Information

State information
details can be
accessed by
selecting State
Information:

« Central Authority
Name

» Local Child
Support Office

« Central Registry
Information

« Payment
Information

 Preferences

CHILD SUPPORT PORTAL

Secured Environmant

SECUREHOME INTERNATIONAL FORMS » FEEDBACK CONTACTUS

Administration Details

State Information Foreign Country Information

State Information Details

Caniral Authority Mame Local Child Support Office

Central Authority Name

Maryland State Central Authority

Users and Toams

Central Registry Information

Faymant Information

Preferences

Administrator  SESTTwES

Guide

[Child Support Portal Navigation Guide for iForms — Section 3.5.1.1]

Office of Child Support Services
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Central Authority Name

1. Enter the Central Authority
Name, which assigns a
name to the state central
authority for use throughout
the iIForms application:

« Only one Central Authority
Name can be identified

2. Select Save.

Administration Details

State Information Foreign Country Information Users and Teams

State Information Details

Central Authority Name Local Child Support Office Central Registry Information

Central Authority Name

Maryland Child Support Enforcement Office 1

Save

Payment Information

Preferences

Office of Child Support Services

23



Local Child Support Offices

. . Administration Details
Local child support offices —_
create and manage office
informatiOn or upload an State Information Details
Excel file Containing the Central Authority Name Local Child Support Office Central Registry Information Payment Information Preferences
information for all state’s -ocal Child Support Offices
Ofﬁ CeS . Upload Office
These tasks can be - -
. [Local Child Suppon Office 2345 Middle River Road Middle River MD 5551234567 mdcseuser1@mdcse org
performed on this page: " E
Local Child Support Office 333 Memory Lane Annapolis MD 4105555555 mdcseuserd@mdcse.com m
« Launch the Upload Office o |
page Local Child Support Office 13 Uptown St Down Town MD 4563936563 ;ag:lnd.ofﬁcam@laldusn m
* Open a current office for
updates ;
* Addanew Off'ce Note: Before an office can be deleted. all active cases must be
* Delete an office reassigned to another office.

[Child Support Portal Navigation Guide for iForms — Section 3.5.1.1]
Office of Child Support Services 24




Local Child Support Offices (conta)

To change information:

1. Choose the data fields that
need updating.

2. Select Save.

3. To return to the Local Child
Support Office list, select
Cancel.

Edit Local Child Support Office

* Office Name

Local Child Support Office (MD3)

“ Address Line1

333 Memory Lane

" City
Annapolis

* Phone Country Code
United States +1 W

* Fax Country Code
United States +1 bt

* Email

mdeseuserd@mdcse.com

Address Line2

Suite 301

State
MD

* Phone Number:
4105555555

“ Fax Number:

3011234567

Cancel

Address Lined

3rd Floor

* Zip Code

21401

]Child Support Portal Navigation Guide for iForms — Section 3.5.1.1]

Office of Child Support Services
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Local Child Support Offices (conta)

To upload a file with local
office information:

1. Make sure:

 The file is formatted like
the Upload Excel file in
Resources.

» The file has your state
code in the name.

2. Select Upload Office.

3. Follow the Browse
prompts to specify the file
to upload.

4. Select Upload.

Administration Details

State Information Foresgn Country Information Usars and Teams

State Information Details
Cantral Authority Name Local Child Support Office Central Regesiry Information Payment Information Praferences

Upload Local Office

Add Office Upload Office

* Choose the Document to upload

Upload

Note: The Upload Office process is only available if no state
offices exist in iForms.

Office of Child Support Services 26




Central Registry Information

To add the Central Registry
information (if one does not yet
exist):

1. Select the Central Registry
Information tab.

2. Enter data is the fields shown.

3. Select Save.

Note: There must be one and only
one Central Registry per state.

[Child Support Portal Navigation Guide for iForms — Section 3.5.1.1]

Central Authority Name Local Child Suppori Office Cenfral Registry Information

Central Registry Information

“ Office Name

Child Support Enforcement Central Registry of Maryla

“ Address Line1 Address Line2
123 Constitution Bivd Enter Address Line2
“ City “ State
Annapolis MD
“ Phone Country Code “ Phone Number:
United States +1 v 5551234567
“ Fax Country Code “ Fax Number:
United States +1 v 5557654321
* Email

mdcseuser3@mdcse.org

Payment Information Praferences

Address Line3

Enter Address Line3

“ Zip Code
21401

Office of Child Support Services
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Payment Information

1. Select Payment Information.

2. Select Send Payment To: Central
Authority Payment Service or SDU:

« If Central Authority Payment
Service is selected, details
populate automatically and cannot
be edited. The OCSS
Administrator maintains this data.

3. Enter Payable To.
4. Select Save.

Note: SDU information is optional. Each
state determines the appropriate
payment methods for cases.

Administration Details

State Information

State Information Details
Central Authority Name

Payment Information

Foreign Country Information

Local Child Support Office

* Send Payment To

() Central Authority Payment Service ® SDU

Bank Account Information
Bank Name

Bank of America

Account Number

098764321

Check Information
Checks Payable To

Enter Checks Payble To

Address Line1
123 main st
Ccity
Enter City

Cen

ers and Teams

tral Registry Information

SWIFT

0123456738

Address Line2

Enter Address Line2

State

MD

Payment Information

Preferences

Account Holder Name

Child Support Enfercement of Maryland

Address Line3
Enter Address Line3
Zip Code

Enter Zip

Office of Child Support Services
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Preferences

To enter state preferences:
1. Select the Preferences tab.

2. Check Require manager approval of the Forms.

3. Check Allow the caseworker to reassign cases
to other caseworkers/Teams.

4. Check Allow the use of the custodial party’s
personal address instead of the local child
support office address.

5. Select the user name type for form completion:
 Person completing the form is the default

» |f Representative, enter the exact character
string to include on the form.

Note: By default, the first three preferences’ check
boxes are not checked.

Administration Details

State Information Foreign Country Information Users and Teams

State Information Details
Central Authority Name Local Child Support Office Central Registry Information Payment Information

Preferences

Require manager approval of the Forms:

Allow the caseworker to reassign cases to other caseworkers/Teams:

O

Allow the use of the custodial party’s personal address instead of the local child support office address:

* Choose the type of user name for form completion:
O Person completing the form
O Person approving the form

O] Representative

Kara Zor-El

Preferences

Office of Child Support Services
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Languages

To view forms in available languages:

1. Select the Foreign Country
Information tab.

2. Select the Country.
3. Select the Languages tab.

Note: For State Administrators, Foreign
Country Primary Office information is
view only.

[Child Support Portal Navigation Guide for iForms — Section 3.5.1.3]

Administration Details

State Information Foreign Country Information Users and Teams

Foreign Country Information Details

* Select Country

Languages Primary Office Additional Office

Translated forms for this country are available in these languages:

Albanian, English, English

Office of Child Support Services

30



Primary Office

To show foreign country information:

1. Select the Foreign Country Information tab.
2. Select the Primary Office tab.

3. Select the Country.

Note: For State Administrators, Foreign Country
Primary Office information is view only.

Office of Child Support Services

Administration Details

State Information Foreign Country Information Users and Teams

Foreign Country Information Details

" Select Country

Languages Primary Office Additional Office

Office Details

Office Name: Child Support Office of Albania

Address: Government Place, Annex Bldg. G, 2nd Floor, Tirana, AL 123456
Phone: +355 5555555555

Fax: +355 5555555555

Email: albanianuser1@csealbania.com

Contact Details

Contact Name: Joe Smith

Address: 123 Memory Lane, Apartment 202, 2nd Floor, Tirana, AL 123456
Phene: +355 5555555555

Fax: +355 5555555555

Email: albanianuser1@csealbania.com

31



Setup: Users and Teams

Administration Details

Select the Users and Teams

Team Information

- Member information can be .
ed ited mdcseuserd@mdese.com 4108555555 333 Memory Lane. Suite 301, 3rd Floor, Annapolis. MD, 21401 US -

nd CSETeam 1 MDCSETeam1@mdese.com 4105555555 13 Uptown St, Down Town, MD, 28100 US Edt Members
Create New Team

User Information

L S R OO N

- Members can be deleted.

st gov local maryland team
b= test 123 @test com 4105555555 Marylarsd CSE Team 1
test testBw=a gov Maryland CSE Team 1

[Child Support Portal Navigation Guide for iForms — Section 3.4.1.4]
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Create New User (step 1 of 3)

To create a user:

1. Select the Users and Teams
tab.

2. Select Create New User.

User Information

et Bwn gov iy fralyisiad e

et 10 g eas Lo 4055845040 ks rytmng CEL Toam 1

e Fwas goe Waryind CE5L Toam 1

Note: iForms users must be selected from active Portal users.

[Child Support Portal Navigation Guide for iForms — Section 3.4.1.5]

Office of Child Support Services
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Create New User (Step 1 of 3 cont'd)

3. Select any combination from the
three fields shown.

4. Select Search.

Create User

Step 1 of 3: Select User
Last Name:

Lasl Name

First Mame:

First Mame

Resel

Cancel

Email:

Email

Note: iForms users must be selected from active Portal users.

Office of Child Support Services
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Create New User (step 1 of 3 cont'd)

5.Select one or more Create User
users in the Select S 11 :Sdct Uow
Last Name: First Mame: Emsail:
User column. -

6.Select Next. [ o T

] Select Uzer - Last Mame - First Nama + nail - Fhone
D Holmes Sherlock sherlock?2 1b@baker com 302-252-8T70
O Walson Jahn johnwat221 bifibaker com
O Lestrade Garfield lestrade221bi@scotyard.com
0 Hudson Martha mhudsont22 1bi@ baker com

. -

Note: iForms users are not required to be members of a team. If multiple users were
selected on this page, they must all be assigned to the same office.

[Child Support Portal Navigation Guide for iForms — Section 3.4.1.5]
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Create New User (step 2 of 3)

1. Select the team the users will be a member of (optional).
2. Take one of the following steps:

» If you selected a team, select Next.
 If you selected no team, select Skip.

Create User

Step 2 of 3: Select Team

- SELECT - v

Note: iForms users are not required to be members of a team. If multiple users were
selected on the previous page, they must all be assigned to the same office.

Office of Child Support Services




Create New User (step 3 of 3)

1. In the Additional Languages menu, 3. In the Office menu, select the office the
select all the languages the user speaks. users will work for.
2. If the user is a manager, select the Role — 4. Select Create User.

Manager check box.

Create User

Step 3 of 3: Finalize

Work Phone Work Email Selected Languages Additional Languages Role - Manager

user test test@ssa.gov None T ——
Team Name: iForms Phone: iForms Email:
Maryland Local Authority Test 5551234567 mdcseuser1@mdcse org
* Office
-- SELECT -- v

Office of Child Support Services




Edit User

1. On the Administrator tab, select Users 3. Choose the data fields that need updating.

and Teams. 4. Select Save.
2. Select the Last Name of the user from the
User Information list.

Edit User

User Name: * Phone Number: * Email

L 5557654321 lest@ssa.gov

Role - Manager: © Office: Address:

O Local Child Support Office - 13 Uptown St, Down Town, MD, 28100, US
Selected Languages: Additional Languages:

French

French -

(—

[Child Support Portal Navigation Guide for iForms — Section 3.5.1.6]
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Create Team

1. On the Administrator tab, select Users 5. Select State Phone and, if Custom Phone
and Teams. Is selected, enter the phone number

2. Select Create New Team. associated with the team.

6. Select State Email and, if Custom Email is
selected, enter the email address associated
with the team.

/. Select Save.

3. Enter the Team Name.

4. Select the local child support Office for the
team.

Create Team

* Team Name: * Office:

Enter Team Name - SELECT -- -

® State Phone (0 Custom Phone

® state Email ) Custom Email

Office of Child Support Services

[Child Support Portal Navigation Guide for iForms — Section 3.5.1.7]




Edit Team

1. In the Team Name field, select the team to edit. 3. Select Save.

2. Choose the data fields that need updating. Note: Some data, such as the address of
the state office, may not be editable. This

information must be changed on the Local
Child Support Office tab.

Edit Team
Team Name: © Office: Address:
Maryland CSE Team 1 Local Child Support Office 13 Uptown St, Down Town, MD, 28100, US
) state Phone ® Custom Phone * Phone Number:
4105555555
) state Email ® Custom Email * Email
MDCSETeam1@mdcse.com
s

Office of Child Support Services




Delete Team / Edit Members

1. Select the Users and Teams Administration Detalls
tab:

 To delete a team, select Toai Milcaination
Delete. -

mdeseuser)@mdese.com 4105555555 333 Memory Lane. Suite 301, 3rd Floor, Amnapolis. MD, 21401 US E:lFt Members
iIForms prompts for a delete B | =
laryiand CSE Team MDCSETeam 1 @mdeze.com 108558555 13 Uptown St. Down Town, MD, 28100 US -

confirmation.
* To edit members:
SeleCt Edit Members. User Information
. m“m_ e
li. Make the updates. —
iii. Select Save. :. —

Note: All active cases must be

reassigned before a team can be
deleted.

[Child Support Portal Navigation Guide for iForms — Section 3.5.1.8]
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Add / Edit / Delete State Resource

1. Select the State Resources tab.
2. Select the state.

SECURE HOME INTERNATIONAL FORMS » FEEDBACK CONTACTUS COMMUNICATION CENTER

Resources
3. Take One Of these StepS: Application Checklist 2007 Convention Foreign Country State Resources
« To add a resource, select Add State ‘ —
Resource: e — il
i. Enter Resource Name and Resource
Descri pti o n ] Add State Resource

ii. Add a resource using one of the
following methods:

* Direct link to the current URL
location of the resource

« Upload a file to iForms that users
can access

iii. Select Save.

[Child Support Portal Navigation Guide for iForms — Section 3.5.1.9]
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Add / Edit / Delete State Resource (contd)

e To edit a resource’s Add State Resource
information, select Edit. * Resource Name * Resource Description
° TO delete a resource Enter Resource Name Enter Resource Description

select Delete.

* Choose Resource Type

O Document O Link

Office of Child Support Services




Module 3: OCSS Administrator




OCSS Administrator — Home Page

Administration Details

All OCSS Administrator
functions can be
accessed from the
home page by selecting
the appropriate tab.

State Information Foreign Country Information

State Information Details
* Select State

Wisconsin

Central Authority Name Local Child Support Office

Central Authority Name

Central Authority Name

Users and Teams

b

Central Registry Information Payment Information Preferences

Save

[Child Support Portal Navigation Guide for iForms — Section 3.5.2]
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Foreign Country Information — Languages

To change languages:
1. Select the Foreign Country tab.

2. In the Select Country field, choose
the foreign country.

3. Select Go.

4. Select the Languages tab, which
displays the available languages.

5. To add or remove languages, select
Add/Remove Languages.

6. Select Save.

Note: For State Administrators, Foreign
Country Primary Office information is
view only.

[Child Support Portal Navigation Guide for iForms — Section 3.5.2.1]

Administration Details

State Information Foreign Country Information Users and Teams

Foreign Country Information Details

* t Country
France v

Additional Office

Languages Primary Office

Translated forms for this country are available in these languages:

English, French

Add/Remove Languages:

2 selected

Save

Office of Child Support Services



OCSS Administrator — Foreign Country Information — Primary Office

Foreign Country Information Details

- Selact Cou

1. Select the Foreign Country Information tab. |
2. Select Country.

3. Select the Primary Office tab. Edit this o
Information as needed.

Note: A foreign country can only have one Primary

Office. This will usually be the foreign Central e
Authority. e

Iret Na
Lname Frami
regglined  AddressLin 62
TestAddresslans ddress
city
Test city
hone Country Ci ]
Franca +33 ~ 2345678
try Code o
Franca +33 ~ BB7E34321
llllll
froseuser 1@frese.com

* Postal Code

23458

* Postal Code

123458

Office of Child Support Services

47



Foreign Country Information — Add Office

Some foreign countries will
manage cases through multiple
offices.

To add:
1. Select the Foreign Country
Information tab.

2. Select the Foreign Country.

3. Select the Additional
Offices tab.

4. Select Add Office and
complete the information.

5. Select Save.

Administration Details

State Information I Foreign Country Information I Users an d Teams

Foreign Country Information Details

* Select Country

Languages Primary Office Additional Office
e R NS SRS L

Child Support Enforcement of 345 Rue de Rivoli 5551234567 serl@csefr com
Paris 2
Add Office

[Child Support Portal Navigation Guide for iForms — Section 3.5.2.1]
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State Information

State information details
can be accessed by
selecting the State
Information tab:

1. On the Select State
menu, select the state.

2. Select Go.

Administration Details

State Information Foreign Country Information

State Information Details

* Select State

Users and Teams

Wisconsin

:

Central Authority Name Local Child Support Office

Central Authority Name

Central Authority Name

Central Registry Information Payment Information Preferences

Save

[Child Support Portal Navigation Guide for iForms — Section 3.5.2.2]

Office of Child Support Services

49




Central Authority Name

The Central Authority Name
section allows a name to be
assigned to the state Central
Authority to use throughout the
IForms application.

1. In the Central Authority
Name field, enter the Central
Authority name. Only one
Central Authority name can
be identified.

2. Select Save.

Administration Details

State Information Foreign Country Information

State Information Details
* Select State

Wisconsin

Central Authority Name Local Child Support Office

Central Authority Name

Users and Teams

b 4

Central Registry Information

Central Authority Name

Payment Information

Preferences

[Child Support Portal Navigation Guide for iForms — Section 3.5.2.2]
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Local Child Support Offices

This section allows you to
create or manage office
information or upload an Excel
file containing the information
for all a state’s offices.

You can:

Launch the Upload Office
page

* Open a current office for
updates

 Add a new office
Delete an office

Administration Details

State Information Foreign Country Infanmetan

State Information Details

" Select State

Mlaska w

Cantral Authorty Name e e e

Local Child Support Offices

usars and |eams

Cantral Hagistry [nform

natian

Paymant Informaban

Fraterencas

[Child Support Portal Navigation Guide for iForms — Section 3.5.2.3]

5551234567 Aserlfakese com
Note: Before an office can be deleted, all its active cases
must be reassigned.
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Local Child Support Offices (conta)

To change any information:

1. Select the data fields that
need updating.

2. Select Save.

3. To exit the Manage Offices
page and return to the

Local Child Support
Office list, select Cancel.

Edit Local Child Support Office

° Office Name

Local Child Support Office (MD3)

* Address Line1

333 Memory Lane

* City

Annapolis

* Phone Country Code

United States +1 ~

* Fax Country Code
United States +1 v

* Email

mdcseuser3@mdcse.com

Address Line2

Suite 301

State

MD

* Phone Number:
4105555555

* Fax Number:
3011234567

I Save

Cancel

Address Lined

3rd Floor

“ Zip Code

21401

[Child Support Portal Navigation Guide for iForms — Section 3.5.2.3]
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Local Child Support Offices (conta)

To upload a file:

1. Make sure:

* The data is in the format of the
Upload Excel file in Resources.

« The file name contains your state
code.

2. Select the Upload Office tab.

3. Select Browse; follow the dialog
box prompts to identify the file to
upload.

4. Select Upload.

Administration Details

State Information Foreign Country Information Users and Teams

State Information Details

* Select State
v

Central Reqistry Information

Arizona

Central Authority Name Local Child Support Office Payment Information Preferences

Upload Local Office

Offices Upload Office

* Choose the Document to upload

Browse...

Upload

Note: The Upload Office process is only available if no
state offices were created.

[Child Support Portal Navigation Guide for iForms — Section 3.5.2.4]
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Central Registry Information

State Information Details
* Select State
Arizona

Central Authority Name Local Child Support Office

Central Registry Information

* Office Name

Office Mame
* Address Line1

Enter Address Line1
* City

Enter City

* Phone Country Code

United States +1

* Fax Country Code

United States +1

* Email

username@company.com

Central Registry Information Payment Information

Address Line2

Enter Address Line2

* State

Enter State Code

* Phone Number:

Enter Phone Number

* Fax Number:

Enter Fax Number

———

Preferences

Address Line3

Enter Address Line3

* Zip Code

Enter Zip

Office of Child Support Services
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Central Registry Information (conta)

To add the Central Registry information if one does not yet exist:

. Select the Central Registry Information tab.

Enter the Phone Country Code and Phone Number.

Enter the Fax Country Code and Fax Number.

Enter the Email address.

Enter the Contact Person Last Name and Contact Person First Name.

. Select Save.

® N o o~ w N2

. To exit the Central Registry Information workflow, select Cancel.

Note: There must be one and only one Central Registry per state.

Office of Child Support Services

Enter the Central Registry, Name, Address Line1, City, State, and Zip Code.
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Payment Information

1. Select Payment Information.

2. Select Central Authority
Payment Service (CAP) or State
Disbursement Unit (SDU).

3. Enter the Payable To information.
4. Select Save.

5. To exit, select Cancel.

Note: SDU fields are optional. Each

state determines the appropriate
payment methods for cases.

State Information Details
* Belect State

Alaska

Central Authority Name Local Child Support Office

Payment Information

* Send Payment To

® Central Authority Payment Service (CAP) ) SDU

Bank Account Information
* Bank Name

Orrstown Bank

* Account Number

123456738

Check Information
* Checks Payable To

Maryland Office of Child Support

* Address Line1

b

Central Registry Information

* SWIFT

9876543210

Address Line2

123 Main St ALZ
* City * State
Annapolis MD
Save

Payment Information

* Account Holder Name

Account Holder Mame

Address Line3

AL3

* Zip Code

21401

Office of Child Support Services
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Preferences

To set preferences:

1. Select Preferences.

2. Check Require manager approval of the
Forms.

3. Check Allow the caseworker to reassign
cases to other caseworkers/Teams.

4. Check Allow the use of the custodial
party’s personal address instead of the
local child support office address.

5. Select user name type for form completion:

* Person completing the form is the default.
- |If Representative, enter the exact character
string.

6. Select Save.

Administration Details

State Information Foreign Country Information Users and Teams

State Information Details
* Select State
Montana

v

Central Authority Name Local Child Support Office Central Registry Information Payment Information

Preferences

Require manager approval of the Forms:

Allow the caseworker to reassign cases to other caseworkers/Teams:

Allow the use of the custodial parent’s personal address instead of the local child support office address:

O

* Choose the type of user name for form completion:
O Person completing the form
O Person approving the form

O Representative

Preferences

Office of Child Support Services
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OCSS Administrator — Users and Teams

« Select the Users and
Teams tab:

- Members can be
edited and deleted.

Administration Details

Team Information

e e e e T T
=t

User Information

(SN S | et w1 |5 R = S | O s | 6 S e s S
‘ tesl tosl l'-'.l Qo loca manyiand leam

[Child Support Portal Navigation Guide for iForms — Section 3.5.2.6]
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Create New User (step 10t 3)

1. Select Users and Teams.
2. Select Create New User.

User Information

Note: iForms users can be selected from active Portal users.

[Child Support Portal Navigation Guide for iForms — Section 3.5.2.6]
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Create New User (step 1 of 3 contd)

3. Select Users and Teams.
4. Select Create New User.

5. Select any combination from
the three data fields shown.

6. Select Search.

Create User

Step 1 of 3: Select User

Last Name:

First Name:

Reset

Cancel

Email:

Note: iForms users can be selected from active Portal users.

[Child Support Portal Navigation Guide for iForms — Section 3.5.2.6]
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Create New User (Steps 2 and 3 of 3)

1. Select the team the user
will be a member of

(optional).
2. Take one of the following
steps:
- If ateam is selected, select
Next.
« If no team was selected,
select Skip.

Create User

Step 2 of 3: Select Team

—~ SELECT -

Previous

——— i

Cancel

[Child Support Portal Navigation Guide for iForms — Section 3.5.2.6]
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Create New User (Steps 2 and 3 of 3 cont'd)

3. Select the office the user
will work for.

4. Select Create User.
Note: iForms users are not

required to be members of a
team.

Create User

Step 3 of 3: Finalize

v Last Name First Name & Work Phone | $ ‘Work Email & Selected Languages | Additional Languages | & Role - Manager
officeofchildsupportidaptest officecfchildsupportidaptest testi@california.com None MNone selected =
* Office
- SELECT - N
Previous Create User Cancel

Office of Child Support Services




Create New User (step 3 of 3 contd)

1. Select all the languages spoken by the user.
2. Select whether the user is a manager.

3. Select the office the user will work for.
4. Select Create User.

Create User

Step 3 of 3: Finalize

Work Phone Work Email Selected Languages Additional Languages Role - Manager

* Office

user test test@ssa.gov None T _—.
Team Name: iForms Phone: iForms Email:
Maryland Local Authority Test 5551234567 mdcseusert@mdcse.org

-- SELECT --

Office of Child Support Services
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Edit New User

1. On the Administrator tab, select Users 3. Choose the data fields that need updating.

and Team. 4. Select Save.

2. Select the Last Name of the user from the
User Information list.

Edit User

User Name: * Phone Number:

e 5557654321

Role - Manager: * Office:

Local Child Support Office
Selected Languages: Additional Languages:

Franch French

Cancel

* Email

lesti@ssa.gov

Address:
13 Uptown St, Down Town, MD, 28100, LS

Office of Child Support Services
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Create Team

5. Select State Phone and, if Custom Phone
IS selected, enter the phone number
associated with the team.

6. Select State Email and, if Custom Email is

1. On the Administrator tab, select Users
and Teams.

2. Select Create New Team.

3. Enter the team’s name. selected, enter the email address associated
4. Select the local child support office for the with the team.
team. 7. Select Save.

Create Team

* Team Mame: * Office:

Enter Team Mame - SELECT — b

) Office Phone ® Custom Phone * Phone Number:

Enter Fhone Mumber

® Office Email ' Custom Email

Office of Child Support Services




Edit Team

1. In the Team Name field, select the team. 3. Select Save.
2. Choose the data fields that need updating. Note: Some data, such as the state

office address, cannot be edited
here. Change it on the Local Child
Support Office tab.

Edit Team

Team Name:

Test Team of Maryland

O Office Phone ® Custom Phone

O Office Email @ Custom Email

* Office: Address:

Local Child Support Office - 13 Uptown St, Down Town, MD, 28100, US

* Phone Number:

1234567890

* Email

office 1@office.com

Cancel

Save

Office of Child Support Services 66



Delete Team / Edit Members

Select-Users and Teams:

To delete a team, select Delete.

Note: All active cases must be
reassigned before a team can
be deleted.

To edit members:

a. Select Edit Members.
b. Make the updates.

c. Select Save.

Administration Details

Team Information

e B e e
----- \ -
MOCSETeam 1 @mdese.com 41055558555 13 Uptown St. Down Toan, MD, 28100 US —— m
User Information
J= tesl testiR==a.gov local maryland leam
i 4105555555 3E Tea
= SE Tea

[Child Support Portal Navigation Guide for iForms — Section 3.5.2.6]
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OCSS Administrator — Add / Manage Resources

1 . S e I eCt Res o u rces . SECURE HOME INTERNATIONAL FORMS » FEEDBACK CONTACT US COMMUNICATION CENTER

2. Select the applicable resource. [Resourcos |

Th e O CS S Ad m | N IStratO r Application Checklist |~ 2007 Convention

manages the 2007 Hague O T S
Convention Application ErirT Checiet-Esbichment incorin
Checklists, 2007 Convention
general resources, Foreign

Country resources, and if
requested, the state’s
resources.

3. Select Add.

[Child Support Portal Navigation Guide for iForms — Section 3.5.2.7]
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Application Checklists

To upload:

1. Select Resources.

2. Select Application Checklist.
3. Select Application Type.
4

. Select Browse; follow the dialog box
workflow to identify the file to
upload.

5. Take one of these steps:

» To upload the file, select Upload
Checklist.

» To exit the upload process, select
Cancel.

[Child Support Portal Navigation Guide for iForms — Section 3.5.2.7]

SECURE HOME INTERNATIONAL FORMS v FEEDBACK

Upload Aplication Checklist

| Meodification - incoming v

CONTACT US

* Choose the Document to upload

Browse... | Checklist - Modification - incoming.docx

Upload Checklist | Cancel

COMMUNICATION CENTER

Administrator

Resources L]

Office of Child Support Services
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Add Resources — 2007 Convention

1. Select Resources. - . o
2. Select 2007 Convention. — '
3. If the resource is stored:
a. Select Document. —
b. Follow the Browse dialog box’s
workflow to specify the file to
c. Take one of these steps:
« To upload the file, select Open.
» To exit, select Cancel. c. To add the URL, select Open.
4. If the resource is a link: d. To exit, select Cancel.
a. Select Link. When the URL is successfully added, a green
b. Enter the URL of the resource banner displays.

location.

Office of Child Support Services 70



Add / Edit / Delete State Resource

1 . SeleCt State Resou rces ta-b- SECURE HOME INTERNATIONAL FORMS v FEEDBACK CONTACT US COMMUNICATION CENTER
2. In the Select State menu,
Resources
select the state. T
3. Take one of these steps:
« To add a resource, select Add -

State Resource: c o R N

. . JLO0O1_20230201_SYT.xlsx Data Analytics Resources _
i. Add a resource using one of the " o e |

following methods: S—

« Link to the current URL
location of the resource

« Upload a file to iForms that
users can access

ii. Select Resource Type.
iii. Select Save.

Office of Child Support Services 71



Add / Edit / Delete State Resource (conta)

 To edit resource
information, select Edit.

 To delete a resource, select
Delete.

Add State Resource

“ Resource Name

“ Resource Description

Enter Resource Name

Enter Resource Description

“ Choose Resource Type

O pocument O Link

—

Cancel

Office of Child Support Services
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Questions




	International Forms Application Administrator Training v1.0
	Agenda
	Training Resource
	Module 1: iForms Introduction and Overview
	International Forms - Child Support Portal 
	iForms Introduction and Overview
	iForms Workflow
	iForms Design 
	iForms Home Page
	Introduction and Overview of iForms – Create Case
	Introduction and Overview of iForms – Create Application 
	Introduction and Overview of iForms - �Complete Forms 
	Roles
	Roles (cont’d)
	How iForms Benefits States
	Module 2: State Administrator
	Initial State Setup
	Initial State Setup: User and State Profile
	Initial State Setup – State Profile
	Initial State Setup – User Profile
	State Administrator – Home Page
	State Administrator – State Information
	Central Authority Name
	Local Child Support Offices
	Local Child Support Offices (cont’d)
	Local Child Support Offices (cont’d)
	Central Registry Information
	Payment Information
	Preferences
	Languages
	Primary Office
	Setup: Users and Teams
	Create New User (Step 1 of 3)
	Create New User (Step 1 of 3 cont’d)
	Create New User (Step 1 of 3 cont’d)
	Create New User (Step 2 of 3)
	Create New User (Step 3 of 3)
	Edit User
	Create Team
	Edit Team
	Delete Team / Edit Members
	Add / Edit / Delete State Resource
	Add / Edit / Delete State Resource (cont’d)
	Module 3: OCSS Administrator
	OCSS Administrator – Home Page
	Foreign Country Information – Languages
	OCSS Administrator – Foreign Country Information – Primary Office
	Foreign Country Information – Add Office
	State Information
	Central Authority Name
	Local Child Support Offices
	Local Child Support Offices (cont’d)
	Local Child Support Offices (cont’d)
	Central Registry Information
	Central Registry Information (cont’d)
	Payment Information
	Preferences
	OCSS Administrator – Users and Teams
	Create New User (Step 1 of 3)
	Create New User (Step 1 of 3 cont’d)
	Create New User (Steps 2 and 3 of 3)
	Create New User (Steps 2 and 3 of 3 cont’d)
	Create New User (Step 3 of 3 cont’d)
	Edit New User
	Create Team
	Edit Team
	Delete Team / Edit Members
	OCSS Administrator – Add / Manage Resources
	Application Checklists 
	Add Resources – 2007 Convention
	Add / Edit / Delete State Resource
	Add / Edit / Delete State Resource (cont’d)
	Questions



